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' i+ | GEORGIA DEPARTMENTO: HUMAN RESOURCES '
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES - 1
e RECORDS MANAGEMENT UNIT “!
For instructionson completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 6564976 GIST: 221-4983 _ |
DHR 1. GEORG‘A DEPARTMENT OF HUMAN RESOURCES ARCHIVESAND HISI'ORV
Application Date Office of the Commissioner : Application Number
August 8. 1980 ' Offlce of Audits = Room 312-§ 8
gust 8, 1256 Briarcliff Road, N.E. o- 3)5
Application Number Atlanta, Georgia 30306 Date Roeew&d Date Completed
DHR 80-23 R | AUB 2 5 1980
2 Pﬁft;*c;ni;ct Working Title Telephone Number
David G. Price Director, Office of Audits 894-3900

3. Action Requettad
a. [BEstablish Retention Schedule: record will eontlnue to accumulate,
b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. O Amend Application No. Check One: [J Change; [ Supercade; [ void
4. Dates of Series 6. Records Series Title (followed by title used in office; if different)
Esrliest Latest . . . . . .
1975 |to present Office of {\udlts Director's Subject Files
6. Division ond Office Function What is the function of the Division and the Office in which this record series is created?

The Department of Human Resources, through the leadership of the Commissioner, is responsible for planning, organizing, directing, coordinating,
and controlling the delivery of services to residents of Georgia. Included are: diagnosis and treatment of mental disorders; control of physical
health programs; administration of public assistance programs; Federal Food Programs; administration of programs which enable the non-produc-
tive members of society (blind, physically and mentally handicapped) to function as productive members of society; administration of programs
for the elderly; evaluation of programs of the Department, and suggesting improvements in these programs; and support services.

The Office of Audits has the responsibility to determine whether all funds due the Department are properly accounted for and are expended

according to the requirements of the law and policies, procedures, and regulations applicable thereto. Also, to help Management improve the
efficiency, economy, and effectiveness of operations by identifying where improvements are needed.

e ~ o

7. Records Series Description This file contaifts the following documents finclude form numbers and titles, if any):  Attach ssmples of the file.
Documents relating to: maintaining records for all areas of interest to the Director of the Office
of Audits.

Included, but not limited to, are: correspondence to and from DHR Offices/ Divisions to assure that DHR
funds are properly accounted for and expended according to applicable laws, policies, pro-
cedures, and regulations; evaluations of proposed programs; and recommendations to
Management for improving the efficiency, economy, and effectiveness of DHR operations.
Also included is the monthly calendar of activities.

The file is arranged : according to the current DHR Organization Chart.
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8. Weekly Heference Rate 68 How often are fecords referrad to which are: ,
Onetosixmonthsold "~ ; Seven to tweive monts old 4=6 . Thirtesn to wenty-four months old _2-3
twenty-five months end older __L3LE 7 :
.
9. Annual Rats of Aowmumlon or Reoord:
Letter-size drawers — 3. ; Logalizedrawers —_______; Shelves : Other [Spacify)

Form 4098 (7-78) R ' (Over)
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YES | NO | 10. Questionnaire {Place an "X’ in the ,f.’.f sslumn)

a. Is this the official copy of the series? 1
X It not, whara is it?
S O i i i i S e b e e e
x b. Doas the series contain conﬁdentual mformstm mqumng security handlmg? If yes, cita law or rwulmon
X c. i this 8 vital record? , .
X d. Doss this series have historical or long term rassarch velue?

e. When one or two documents in the ﬂlo make it menury to kup the entire file for a long pmod oould thess documents
X be scheduled separately? ;

X £. Is the information contained in this series ever pubhxhed? If yes, attach copy.

i g. isthe information contalned in this serias ever snalyzed and/or roeordad ln a summarized report?
X if yes, attach copy.

Isthers a duplleoﬂon of ﬂm nric-z in your office, or in another office or agency?

Fotm 4998 3 (7-78)

e e — e —— —_— -

X if yos, whers? _
X 1. is this series (or @ major portion of it) regularly microfilmed?
x j. Doas the record series resuit in a computer printout?

11. Retention Requirements The following requires the series to be kept:

a. Stste Law years. d. Audit pprlqd : years.

b. Statute of limitation . _____ .. years. o ‘. Administrative need — 2 _yen.

c. Federal lew years. f. Federgl retention instructions ) years.

Attach copy O excerpt Of Lews OF reguistions. Explein administrativeneed.

need for reference value
12. Approved Disposition Instructions . This mnc& ncommeﬁds imt'thefile %ries be cut off at the end of sach:
Dcalondar Year; BFiscal Year, (JOther ., then,
. . 2

LX Hoid inthe current filesared —————— menthis) — .= year(s); then

[ Transfer to locai holdingares; hold —_  ysar(s); then

EX Transter 10 State Records Center;hold — 2 yaar(s); then

£X Destroy

(0 Transter 1O State Archives for permanentretantien,

O Other (Specify)

z ek Qa’-. i

Tm'iﬁmucﬁom spply to all prior and futurs accumulstiens of the saries,

Agency Head/Designee {Siynatun) o T _ba_ta .. .| Records Management Officer (Signature) Date
| Mt st Lo £hlbr | Ltatese) V) o 8/4/80
- Eli#beth W. Crank, CRM
State Records Committee ISignatum) Date
Recommerndations in parsgraph
12 are approved. State Auditor/Designee r v )/’ "r 0
(I dizapproved, attach leteer - ¥
of expisnation.) Secretary /Designee g~/ g~ 8O
Attorney General/Designae 8 2 &'7/




